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ABSTRACT 

Developed through a modified DACUM (Developing a 
Curric'jlum) process invclving business, industry, labor, and 
community agency representatives in Ohio, this document is a 
comprehensive and verified employer competency profile for 
administrative and secretarial occupations. The list contains units 
(with and without subunits) , competencies, and competency builders 
that identify the skills needed to enter these occupations. The 
occupational, academic, and employability skills for this occupation 
or occupational area are included. Within the outline are three 
levels of items: core, advancing, and futuring. core items identify 
the knowledge, skills, and attitudes essential for entry-level 
employment. These items are required to be taught and will be the 
basis for questions on the state vocational competency tests. 
Advancing itams identify the knowledge, skills, and a titudes needed 
to advance in the occupation; futuring items identify the knowledge, 
skill, and attitudes needed to enter and remain in a given occupation 
3 to 4 years from now. Titles of the seven units are as follows: 
communications; office technology; financial functions; records 
management; support tasks; professionalism; and employability skills. 

(KC) 
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What is OCAP? 



"A con^)rehcnsivc and vwified onployo- competency list will be devdq)ed and kept current for each 
program." This is the secoiKi objective of ImpCTative 3 of the Action Plan for Accelerating the Modernization o/ 

of Vocational and Career Education's respwise to that objective. OCAP Usts evolve from a modified DACUM 
process involving business, industry, labor, and coiranunity agency representatives from throughout Ohio. The 
OCAP process is directed by the Vocational Iristructional Materials Laboratory at The Ohio State University's 
Center on Education and Training for Employment 



How is OCAP used? 

Each OCAP contains units (with and without subunits), conqretenrics, and competency builders that identify 
the occupational, academic,* aiKl employabiUty skills needed to enter a given o«:upation or occupational area. 
Within that outline there are three levels of items: ccae, advancing, and futuring. Core items ktentify the 
knowledge, skills,andattitudesesscntialfOTentry-levelenipIoynient. Theseitems will be the basis for questions 
on the state vocational con^wtency tests (scheduled tc begin in school year 1993-94). Advancing items (marked 
with (Mie asiCTisk) identify the knowledge, skills, ar.d attiiiKies needed to advance in a given occupation. Funiring 
items(maik'?d with two asterisks)identify the knowledge,skills, and atiitu^ 
occiq>atk>n tiree to four years from now. 

School districts may add as many units, subunits, competencies, and/or conq)etency builders as deared to 
leftect local emptoyment needs, trends, and specialties. Local alvisory committees shoukl be actively involved 
in the kioitification and verification of additional items. Using OCAP Usts, instructors wiU be aMe to formulate 
their vocational courses of study and monitor competency gains via the new criterion-iefeienced competency 
testing program that will be directly tied to the competencies identified on the OCAP lists. 



^Academic compctescws bave not been idi»tiried for aU OCAPs. At i later date math, communicatioD, and sci 
competeecies will be released. 



The Employability Skills portion of this list was verified by the following employer panel: 

Gary J. Corrigan, Dana Corporation, Ottawa Lake, Michigan 
David Crooks, Bowling Green State University Union Food Service, Bowling Green, Ohio 
Pat Doerman, Farrow's Harley-Davidson, Columbus, Ohio 

William Gockenbach, Kaiser Aluminum, Heath, Ohio 
Patsy Hathaway, CBS Personnel Services, Inc., Dayton, :^nio 
Marlyn Harman, Marlyn Harmon & Associates, Cleveland, Ohio 

Thomas R. Hyldahl, Toledo Edison, Toledo, Ohio 
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James Needs, Independent Crop Producer, Upper Sandusky, Ohio 
RonaW Simmons, Former GM Executive, Warren Ohio 
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Unit 1: Communications 

Competenc^r 1.0.1: Apply communication skills 

Omtpetency Builders: 

1 .0. 1 . 1 Read, interpret, and follow written instructions 

1 .0. 1 .2 Inteipret and follow oral instructions 

1 .0. 1 .3 Clarify instructions 

1 .0. 1 .4 Apply l»sic graiTOTiar rules 

1.0.1.5 Construct effective saitences 

1 .0. 1 .6 Spell and define words 

1 .0. 1 .7 Use correct punctuation, capitalization, abbreviations, and numbers 

1 .0. 1 .X Proofread, edit, and correct documents 

1 .0. 1 .9 Refine verbal and nonverbal communication skills 

1 A). 1.10 Develop listening skills 

Competency 1.0.2: Compose documents 

Comjyetency Builders: 

1 .0.2 . 1 Evaluate audience and demographic variables 

1.0.2.2 Collect data 

1.0.2.3 Organize data 

1 .0.2.4 Draft documents 

1.0.2.5 Apply communication skills 

Competency 1.0.3: Prepare and deliver oral presentations 

dmipetency Builders: 

1 .0.3 . 1 Evaluate audience and demographic variables 

1,0.3.2 Gather information 

1 .0.3.3 Compose outline 

1.0.3.4 Compose speti;h 

1 .0.3 . 5 Prepare presentation materials 

1 .0.3.6 Deliver speech using verbal and nonverbal communication skills 
1.0.3.7 Obtain feedback 
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Unit 2: Office Technology 

Competency 2.0.1: Perform word-processing functions 

Campetemy Builders: 

2.0. 1.1 Use manufacturers' manuals, documentation, terminology, and other reference 

materials 
2.0.1.2 Operate equipment 
2.0.1.3 Gather materials and supplies 
2.0.1.4 Keyboard docu. . «;nts 
2.0.1.5 Compose documents at Icey board 

2.0.1.6 Integrate database, spreadsheet, graphics, and desktop publishing files 

2.0.1.7 Apply communication skills 

2.0. 1 . X Save, store, and retrieve documents 

2.0.1.9 Print documents 

Competency 2.0.2: Perform spreadsheet functions 

Comfretency Builders: 

2.0.2. 1 Read, interpret, and follow written instructions 
2.0.2. 2 Interpret and follow oral instructions 
2.0.2.3 Clarify instructions 

2.0.2.4 Use manufacturers' manuals, documentation, terminology, and other reference 

materials 
2.0.2.5 Operate equipment 
2.0.2.6 Create and/or format spreadsheet 
2.0.2.7 Enter formulas 
2.0.2.x Copy and move cells and ranges 
2.0.2.9 Enter data on spreadsheet 

2.0.2.10 Apply data sort, data query, data fill, and data distribution 

2.0.2. 1 1 Export spreadsheet files to word processing, graphics, desktop publishing, and 

database files 
2.0.2.12 Proofread, edit, and correct spreadsheet 
2.0.2. 1 3 Store, save, and retrieve .spreadsheet 
2.0,2.14 Print .spreadsheet 

Competency 2.0.3: Perform database functions 

Competency Builders: 

2.0.3 . 1 Read, interpret, and follow written instructions 
2.0.3 .2 Interpret and follow oral instructions 
2.0.3.3 Clarify instructions 

2. {'.3. 4 U.se manufacturers' manuals, documentation, terminology, and other reference 

materials 
2.0.3.5 Operate equipment 
2.0.3.6 Create and/or format database 
2.0.3.7 Enter elements (i.e., data) into daiaba.se 
2.0.3.S Proofread, edit, and correct database 
2.0.3.9 Design report formats 

2.0.3. 1 0 Apply database management system (DBMS) commands menu 

(continued) 
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(continued) 

2.0.3. 1 1 Expcnt database files to word-processing and desktop publishing files 

2.0.3.12 Sort database 

2.0.3.13 Store, save, and retrieve database 

2.0.3.14 Print rcpcHts 



Competency 2.0.4: Perform computer business graphics functions 

Competency Builders: 

2.0.4. 1 Read, interpret, and follow written instructions 
2.0.4.2 Interpret and follow oral instructions 
2.0.4.3 Qarify instructions 

2.0.4.4 Use manufacturers' manuals, documentation, terminology, and other reference 

materials 
2.0.4.5 C^pcrate equiim^nt 
2.0.4.6 Create graphics 

2.0.4.7 Merge graphics fdes with word-processing, database, desktop publishing, or 

spreadsheet files 
2.0.4.8 Proofread, edit, and conwt graphics 
2.0.4.9 Store, save, and retrieve graphics 
2.0.4. 1 0 Print graphics 

Competency 2.0.5: Perform desktop publishing functions 

Competency Buil(kn: 

2.0.5. 1 Read, interpret, ami follow written instructions 
2.0.5.2 Inteipret iuid follow oral instructions 
2.0.5.3 Clarify instructions 

2.0.5.4 Use manufacturers' manuals, documentation, terminology, and other reference 

materials 
2.0.5.5 Cerate equipment 
2.0.5.6 Design publijatioiK 

2.0.5.7 Merge woiu-processing, graphics, database, and spreadsheet files 
2.0.5.x Proofread, edit, and correct d<x:uments 
2.0.5.9 Store, save, and retrieve documents 
2.0.5.10 Print documents 



Competency 2.0.6: Perform transcription functions 

Competency Builders: 

2.0.6. 1 Use manufacturer ' manuals, documentation, terminology, and other re.ference 
materials 

2.0.6.2 Obtain instructions, materials, and supplies 

2.0.6.3 C^)erate equipment 

2.0.6.4 TranscTibe docunwnts 

2.0.6.5 Keyboard documents 

2.0.6.6 Apply communication skills 

2.0.6.7 Proofread, edit, and correct documents 

2.0.6. S Store, save, and retrieve documents 

2.0.6.9 Print documents 
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Competency 2.0.7: Apply telecommunications functions 

Competency Builders: 

2.0.7. 1 Use manufacturers' manuals, dixumentation, terminology, and other reference 

matorials 
2.0.7.2 Operate equipn^nt 
2.0.7.3 Transmit facamile 
2.0.7.4 Use electronic mail 
2.0.7.5 Use voice messaging 
2.0.7.6 Use teleconferencing 



Unit 3: Financial Functions 



Competency 3.0.1: Apply mathematical skills 

Competency Builders: 

3.0. 1 . i Solve addition, subtraction, multiplication, and division problems manually 
3.0. 1 .2 Solve addition, subtraction, multiplication, and division problems using a 
calculator 

3.0. 1 .3 Solve fT%:tion and d^Hmal probl«ns 

3.0. 1 .4 Solve commission proMems 

3.0. 1 .5 Solve percentage problems 

3.0. 1 .6 Solve finance-charge problems 

3.0. 1 .7 Solve annual percentage rate prd)lems 



Competency 3.0.2: Perform accounting function; 

Competency Builders: 

3.0,2. 1 Use manufacturers' manuals, docun^ntation, terminology, and other reference 
materials 

3.0.2.2 Use standard accounting procedures 

3.0.2.3 Operate equipment 

3.0.2.4 Prot^ss rw:civablcs 

3.02.5 Process payables 

3.0.2.6 Prepare budgets 

3.0.2.7 Prepare financial reports 

3.0,2.S Apply mathematical skills 

Competency 3.0.3: Perform payroll functions 

Competency Builders: 

3.{).3. 1 Use manufacturers' manuals, dwumentation, terminology, and other reference 

materials 
3.0.3.2 Of^rate equipment 
3.{).3.3 Process payroll 
3.0.3.4 Maintain records and forms 
3.0.3.5 Apply mathematical .skills 
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Competency 3.0.4: Perform banking functions 

Ccmipetency Bmlders: 

3 .0,4. ) U.se manufacturers' manuals, documentation, tenninology, and other reference 

materials 
3.0.4.2 Operate equipment 

3 .0.4. 3 Prepare checks, deposit slips, and withdrawal slips 

3.0.4.4 Maintain arKi Mance ct^±book 

3.0.4.5 Maintain and balam:e petty cash 

3.0.4.6 Prepare banking records 

3.0.4.7 Maintain banking records 

3.0.4. K Apply mathemadcal skills 



Unit 4: Records Management 

Competency 4,0.1: /ile documents 

Competency Bmlders: 

4.0. 1 . 1 Use manufacturers' manuals, documentation, terminology, and other reference 
materials 

4.0. 1 . 2 Prepare materials for filing 
4.0. 1 . 3 Sort documents 
4.0.1.4 Store documents 

4.0. 1 . 5 Apply cros.s-referencing and logging systems 



Competency 4.0.2: Retrieve dinruments 

Competency Builders: 

4.0.2. 1 Use manufacturers' manuals, documentation, tenninology, and other reference 

materials 
4.0.2.2 Locate d£x;uments 
4.0.2.3 Apply cross-referencing rules 
4.0.2.4 Remove and charge (sign) out documents 

Competency 4.0.3: Manage filing system 

Competency Builders: 

4.0.3. 1 Use manufacturers' manuals, documentation, terminology, and other reference 

materials 
4.0.3.2 Create new files 
4.0.3.3 Update flies 
4.0.3.4 Maintain filing system 

4.0.3.5 Determine, ujxlate, and follow retention schedule 
4.0.3.6 Consolidate, archive, and/cr destroy fil« 
4.0.3.7 S^ure files for legality and confidentiality 



* Advancing 

* Futuring 



Administrative/Secretarial Services-Revis«^ 4/92 



Unit 5: Support Tasks 

Competency 5.0.1: Perforin telephone operations 

Competency Builders: 

5.0. 1 . 1 Use manufacturers' manuals, documentation, temiinology, and other leference 
materials 

5.0.1.2 Display telephone etiquette 

5.0.1.3 C^)erate equipn^t 

5.0.1.4 Re*«ive calls 

5.0.1.5 Screen calls 

5.0. 1 .6 Listen to and verify infonration 

5.0. 1 .7 Record messages 

5.0. 1 .8 Relay messages 

5.0.1.9 Place calls 

5.0. 1 . 1 0 Develop telephone lists 

5.0.1.11 Maintain telq^hone lists 

Competency 5.0.2: Receive visitors 

Compete f icy Builders: 

5.0,2. 1 Greet, assist, and monitor visitors 

5.0.2.2 Maintain visitor log 

5.0.2.3 Screen visitors 

5,0.2.4 Make appropriate introductions 

5.0.2.5 Maintain professional image 

Competency 5.0.3: Perform scheduling functions 

Comf}eU'ncy Builders: 

5.0.3.1 Create calendar/schwlule 

5.0,3.2 Pnx-css requests for appointments 

5.0.3.3 Record calendar/j^hcdule of activities 

5.0.3.4 Confrnn, verify, and communicate ap|X)intnwnis 

5.0.3,5 Ufxiate, revise, and communicate calendar/schedule 

Competency 5.0.4: Coordinate meeting arrangements 

Competency Builders: 

5.0.4. 1 Prepare and distribute agenda 

5.0.4.2 As.semble relevant information 

5.0.4.3 Coordinate arrangenrcnts with n«eting planners 

5.0.4,4 Notify participants 

5.0.4.5 Confirm and/or alter arrangements 

Competency 5.0.5: (tenerate minutes 

Competency Builders: 

5.0.5.1 Record appropriate notes 

5.0.5.2 Gather materials 

5.0.5.3 Prepare minutes 

5.0.5.4 Di.stiibute and file minutes 
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Competency 5.0.6: Coordinate travel plans 

Competency Builders: 

5 .0.6. 1 Check travel resources 

5 .0.6.2 Check traveler's preferences 

5.0.6.3 Arrange necessary transportatimi and lodging 

5.0.6.4 Assemble maioials 

5.0.6.5 Connrm, alter, and ccMTununicate arrangen^nts 

5.0.6.6 Prepare and distribute itineraries 



Competency 5.0.7: Perform mail functions 

Omtpetency Builders: 

5.0.7. 1 Identify various mail and (telivcry services 
5.0.7.2 PttK'ess incoming mail 
5.0.7.3 Process outgoing mail 
5.0.7.4 C^)erate ^uipment 

Competency 5.0.8: Research information 

Competency Builders: 

5.0.8. 1 Identify, obtain, and docun%nt appropriate refo^nces 
5. O.K. 2 Synthesize (correlate) information 
5.0.K.3 Compile data 

Competency 5.0.9: Maintain employee records 

Competency Builders: 

5.0.9. 1 Prepare and update employee records 
5.0.9.2 File employee records 
5 .0.9. 3 Prepare appropriate reports 
5.0.9.4 N!jintain confidentiality 



Competency 5.0.10: Perform copying functions 

Competency Builders: 

5.0. 1 0. 1 Use manui'acturcrs* manuals, documentation, terminology, and other reference 

materials 
5.0.10.2 Operate ^uipn^nt 
5.0.10.3 Maintain equipment 
5 .0. 1 0.4 Keep appropriate records 



Competency 5.0.11: Maintain office supplies 

Competency Builders: 

5.0.11.1 Budget supplies 

5.0. 1 1 .2 Inventory supplies 

5.0.11.3 Prioritize requests 

5.0. 1 1 .4 Order supplies 

5.0.11.5 R«:eive and verify supplies 

5.0.11.6 Store and s«:ure supplies 

5.0. 1 1 .7 Distribute supplies 
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Competency 5.0.12: Maintain office equipment and software 

Competemy Builders: 

5.0. 1 2. 1 Use manufacturers* manuals, documentation, terminology, service contracts, 

ami otho* refonence materials 
3.0.12.2 Detmnine malfiinctitms 
5.0.12.3 Correct or report malfunctions 
5.0.12.4 Update software 
5.0.12.5 Prepare im)rds 
5.0. 1 2.6 Maintain reconds 

Competency 5.0.13: Maintain work flow 

Competency Builders: 

5.0. 1 3. 1 Organize w)rk 

5.0. 1 3.2 Prioritize worit 

5 .0 . 1 3 . 3 Apply tin^management techniques 

5.0. 1 3.4 Monitor and convnunicate progress 

5.0. 1 3.5 Complete assigned tasks 

Competency 5.0.14: Maintain safe working environment 

Competency Builders: 

5.0. 1 4. 1 Use manufacturers' manuals, documentation, terminology, and other reference 
materials 

5.0. 1 4.2 Observe all government and/or company rules and regulations 
5 .0. 1 4. 3 Demonstrate office safety 



Unit 6: Professionalism 

Competency 6.0.1: Demonstrate office ethics 

Competency Builders: 

6.0. 1 . 1 Demonstrate punctuality 

6.0. 1 .2 Demonstrate dependability 

6.0. 1 . 3 Demonstrate clmracteri sties and resiK)nsibiliti« of teamwork 

6.0.1.4 Participate in denxxTatic process 

6.0- 1 .5 Apply time-nmnagen^nt techniques 

6.0.1.6 Demonstrate flexibility 

6.0.1.7 Ctemonstrate initiative 

6.0. l.K Apply organizational techniques 

6.0.1.9 remonstrate self-confidence 

6.0. 1 . 1 0 Recognize conj^ructive criticism in e\'aluation and implen^nt change 

6.0. 1 . 1 1 Ltonwistrate pride in woric 

6.0. 1.12 Demonstrate honesty 

6.0.1.13 Demonstrate empathy toward others 

6.0. 1.14 Deal with conflicn 

6.0.1.15 Manage stress 

6.0. 1.16 Handle office politics 

6.0. 1.17 C^monstrate confidentiality in handling sensitive issues 
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Competency 6.0.2: Use job-related reference materials 

Competency Builders: 

6.0.2.1 Identify needed reference materials 

6.0.2.2 Locate and apply information bom refaence materials 

6.0.2.3 Assemble reftraice matmals 

6.0.2.4 Create original reference materials 

Competency 6.0.3: Comply with company contract*, policies, and 

procedures 

Competency Builders: 

6.0.3. 1 Obtain and read company contracts, policies, and procedures 
6.0.3.2 Follow proper company contracts, policies, and procedures 

Competency 6.0.4: Demonstrate professional image 

Cmnpetency Builckrs: 

6.0.4. 1 Exhibit |m)fessional appearance 

6.0.4.2 Exhibit profes^icmaJ manners 

6.0.4.3 Project professional attitude 

6.0.4.4 Recognize sccretaiy's vital role in organizati<N) 

Competency 6.C.5: Achieve company and/or industry goals 

Competency Buil^rs: 

6.0.5. 1 Determine personal goals in relation to company and/or iiKlustry goals 
6.0.5.2 Set performance standards for each goal 
6.0.5-3 Communicate goals to supervisor and peers 
6.0.5.4 Monitor progress by evaluating feedback 
6.0.5.5 Accomplish tasks 

Competency 6.0.6: Explore professional development 

C(>mf)etem'y Builders: 

6.0.6.1 Examine career opportunities 

6.0.6.2 Develop j. career plan 

6.0.6.3 Manage professional growth 

6.0.6.4 Select and participate in meetings, workshops, and conferences 

6.0.6.5 Identify formal education arel/or training opportunities 

Competency 6.0.7: Conduct training 

C:)mf)etemy Builders: 

6.0.7.1 Secure training resources, materials, and equipmeni 

6.0.7.2 As.sess training needs 

6.0.7.3 Train employees 

6.0.7,4 Observe and evaluate progre.ss 

6.0.7.5 Provide appropriate feedback 
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Unit 7: Employability Skills 

Subunit 7.1: Career Development 

Conipetenc3r 7.1.1: Investigate career options 

Competency Builders: 

7.1.1.1 Determine intoests and aptitudes 

7.1.1.2 Identify career options 

7.1.1.3 Research occupadons matching interests and aptitudes 

7.1.1.4 Select career(s) that be^.t match(es) interests and aptitudes 

7.1.1.5 Identify advantages and disadvantages of career options, iiKluding nontraditional 
careers 

7. 1 . 1 .6 Assess differences in wages, annual incomes, and job opportunities based on 
gragraphic location 

7. 1 . 1 .7 Develq;) a career plan 

Compett;ncy 7.1.2: Analyze potential barriers to employment 

Competency Builders: 

7.1.2.1 Identify common barriers to employment 

7. 1 .2.2 Describe strategies to overcome employment barriers 



Unit 7: Employability Skills 

Subunit 7.2: Decision Making and Problem Solving 

Competency 7.2.1: Apply decision-making techniques in the vi^orkplace 

Competency Builders: 

7.2.1.1 Identify the decision to be made 

7.2.1.2 Compare alternatives 

7.2.1.3 Determine conseqiances of each alternative 

7.2. 1 .4 Make decisions based on values and goals 

7.2. 1 .5 Evaluate the decision made 

Competency 7.2.2: Apply problem-solving techniques in the workplace 

Competency Builders: 

7.2.2.1 Diagnose the problem ami its causes 

7.2.2.2 Identify alternatives and Uieir consequence;? m relation to the problem 

7.2.2.3 Examine multicuitural and nonsexist dim^tnsions of problem solving 

7.2.2.4 Utilize resources to explore possible solutions to the problem 

7.2.2.5 Compare and contrast the advantages and disadvantages of each solution 

7.2.2.6 Determine appropriate action 

7.2.2.7 Evaluate results 
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Unit 7: Employability Skills 

Subunit 7.3: Work Ethic 

Competency 7.3.1: Evaluate the relationship of self-esteem to work ethic 

Ompetemy Builders: 

7.3.1.1 Identify special chamneristics and abilities in self and others 

7.3.1.2 Identify internal and external factors that affect self-esteem 

Competency 7.3.2: Analyze the relationship of personal values and goals 

to work ethic both in and out of the workplace 

Competency BuiUkrs: 

7.3.2.1 Distinguish between values ami goals 

7.3.2.2 Determine the importance of values and goals 

7.3.2.3 Evaluate how vali^s aifect goals 

7.3.2.4 Identify ^ort-term and long-term goals 

7.3.2.5 Prioritize personal goals 

7.3.2.6 Describe how personal values are reflected in worit ethic 

7.3.2.7 DescTibe how interactions in the workplace affect personal work ethic 

7.3.2.8 Examine how life chwges affect |»rsonaI work ethic 

Competency 7.3.3: Demonstrate work ethic 

Competency Builders: 

7.3.3.1 Examine factors that infl uence work etfiic 

7.3.3.2 Exhibit characteri.stics that reflect an appropriate work ethic 



Unit 7: Employability Skills 

Subunit 7.4: Job-Seeking Skills 

Competency 7.4.1: Prepare for employment 

Competency Builders: 

7.4. 1 . 1 Identify traditional and nontraditional employment sources 
1 A.X.I Utilize employment sounds 

7.4.1.3 Research job opportunities, including nontraditional careers 

7.4.1.4 Interpret equal employment oppcfftunity laws 

7.4.1.5 Explain the critical importance of personal apj«arance, hygiene, and demeanor 
throughout the employment process 

7.4.1.6 Prepare for generic employn^nt tests and those sj^'ific to an 
occupation/organization 
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Competency 7.4.2: Design a r^um^ 

Competency Builders: 

7.4.2. 1 Identify personal strengths and weaknesses 

7.4.2.2 List skills and/or abilities^ career objectives), accomplishments/achievements, 
^iK:ational t^ckground, and woik expmeni^ 

7.4.2.3 Demonstrate legible written communication skills using correct grammar, 
spelling, and concise wording 

7.4.2.4 Complete i^sum^ using various formaLs 

7.4.2.5 Secure references 

Competency 7.4.3: Complete and process job application forms 

Competency Builders: 

7.4.3.1 Explain the importaiKc of an application form 

7.4.3.2 Identify ways to obtain job application forms 

7.4.3.3 Describe methods for handling illegal questions on job aj^Ucation forms 

7.4.3.4 Denronstrate legible written communication skills using correct grammar, 
spelling, and ctmcise wording 

7.4.3.5 Return application to proper person, request interview, and follow up 

Competency 7.4.4: Demonstrate interviewing skills 

Competency Builders: 

7.4.4. 1 Investigate interview envircmnwnt and procedures 

7.4.4.2 Explain the critical importance of personal appearance, hygiene, and demeanor 

7.4.4. 3 Demonstrate question and answer techniques 

7.4. J ,4 Demonstrate methods for handling difficult and/or illegal interview questions 

Competency 7.4.5: Secure employment 

Competency Builders: 

7.4.5. 1 Identify present and future employment opportunities within an 

occupation/organization 
7. .5.2 Research the organization/company 

7.4.5.3 Use follow-up techniques to enhance employment potential 

7.4.5.4 Compare and evaluate job offers 



Unit 7: Employability Skills 

Subunit 7.5: Job Retention Skills 

Competency 7.5.1: Analyze the organizational structure of the workplace 

Cimpetency Builders: 

7.5.1.1 Identify and evaluate employer expectations regarding job performance, work 
habits, attitudes, personal appearance, and hygiene 

7.5.1.2 Be aware of and obey all company policies and procedures 

7.5.1.3 Examine the role/relationship between employee and employer 

7.5.1.4 Recognize opjwrtunities for advancement and reasons for termination 
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Competency 7.5.2: Maintain positive relations with others 

Competency Builders: 

7 . S . 2 . 1 Exhibit appro;niate worlc habits and attitude 

7.5.2.2 Identify behaviors to esmblish successfiil working relationships 

7.5.2.3 CoopHcrate and conprcnni^ through teamwoit suki group forticipaUon 

7.5.2.4 Identify alternatives for dealing with harassment, laas, and discrimination based 
on race, color, national origin, sex, religicm, handicap, or age 

Unit 7: Employability Skills 

Subunit 7.6: Job Advancement 

Competency 7.6.1: Analyze opportunities for personal and career growth 

Competency Builders: 

7.6.1.1 Determine opportunities within an occupation/org^zation 

7.6.1.2 Compare contrast other (^portunities 

7.6.1.3 List bei^Hts of job ^ancen^nt 

7.6. 1 .4 Evaluate floors involved when assuming a new position within or outside an 
Mx'upation/organization 

Competency 7.6.2: Exhibit characteristics needed for advancement 

Competency Builders: 

7.6.2.1 Display a positive attitiKie 

7.6.2.2 remonstrate knowledge of a position 

7.6.2.3 Perform quality work 

7.6.2.4 Adapt to changing situations and technology 

7.6.2.5 Demon.strdte capability for different positions 

7.6.2.6 Participate in continuing oiucation/training programs 

7.6.2.7 Respect, accept and work with ALL individuals in the workplace 

Unit 7: Employability Skills 

Subunit 7.7: Technology in the Workplace 

Competency 7.7.1: Assess the impact of technology in the workplace 

Competency Builders: 

1.1. 1 . 1 Cite how past business/industry practices have influenced present 
business/industry processes 

7.7. 1 .2 Investigate the use of technology in the workplace 

7.7. 1 .3 Analyze how present skills can be applied to learning new technologies 

Competency 7.7.2: Use a variety of technological applications 

C<mtpetency Builders: 

7.7.2. 1 Explore basic mathematical, scientific, computer, and technological principles 

7.7.2.2 U se technology to accomplish assigned ta^ 

7.7.2.3 Create solutions to problems using technical means 
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Unit 7: Employability Skills 

Subunit 7.8: Lifelong Learning 

Competency 7.8.1: Apply lifelong learning to individual situations 

Competency Builders: 

7.8.1.1 Define lifelong learning 

7.8.1.2 Identify factors that cause the need for lifelong learning 

Competency 7.8.2: Adapt to chanj^e 

Competency Builders: 

7.8.2. 1 Analyze the effects of change 

7.8.2.2 Identify reasons why goals change 

7.8.23 Describe the importance of flexibility when reevaluating goals 

7.8.2.4 Evaluate the need for continuing educationAraining 



Unit 7: Employability Skills 

Subunit 7.9: Economic Education 

Competency 7.9.1: Analyze global enterprise system 

Competency Builders: 

7.9. 1 . 1 Identify characteristics of various enterprise systems 

7.9. 1 .2 Examine the relationship between competition, risk, and profit 

7.9.1.3 Illu.strate how supply ami demand influence price 

Competency 7.9.2: Evaluate personal money management 

Competency Builders: 

7.9.2. 1 Describe the need for personal management records 

7.9.2.2 Identify methods of taxation 

7.9.2.3 Analyze how credit affects financial security 

7.9.2.4 Compare types and methods of investments 

7.9.2.5 Prepare a personal budget 

7.9.2.6 Be an informed and responsible consumer 

7.9.2.7 Analyze the effects of advertising on the consumer 
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Unit 7: Employability Skills 

Subunit 7.10: Balancing Work and Family 

Competency 7.10.1: Analyze the effects of family on work 

Competency Builders: 

7. 1 U. 1 . 1 Recognize how family values, goals, and priorities are reflated in the 
workplace 

7.10.1.2 Identify present and future family structures and responsibilities 

7.10.1.3 [Scribe p^'sonal and family roles 

7.10.1.4 Analy^ concerns of w(H'king parent(s) 

7. 1 0. 1 .5 Examine how family responsibilities can conflict with work 

7.10.1.6 Resolve family-related conflicts 

7.10.1.7 Explain how to use sup|K>rt systems/community resources to help resolve 
family-related conflicts 



Competency 7.10.2: Analyze the effects of work on family 

Competency Builders: 

7. 1 0.2. 1 Identify responsibilities associated with paid and nonpaid work 

7.10.2.2 Compare ^ advanta^s and disadvantages of multiple incon%s 

7. 1 0.2.3 Explain how work can conflict with family rei^x>nsibilities 

7. 1 0.2.4 Explain how work-relat^ str^ can affect farnilies 

7. 1 0.2.5 Identify family support sy.stems and resources 



Unit 7: Employability Skills 

Subunit 7.11: Citizenship in the Workplace 

Competency' 7.11.1: Exercise the rights and responsibilities of citizenship 

in the workplace 

Competency Builders: 

7.11.1.1 Identify the basic rights and responsibilities of citizenship 

7.11.1.2 Examine the history and contributions of all racial, ethnic, and cultural groups 

Competency 7.11.2: Cooperate with others in the workplace 

Competency Builders: 

7.11.2.1 Identify situations in which compromise is necessary 

7. 1 1 .2.2 Examine how individuals from various backgrounds contribute to work-related 
situations 

7.11.2.3 Demonstrate initiative to facilitate cooperation 

7.11.2.4 Give and receive con.structive criticism to enhance cooperation 
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Unit 7: Employability Skills 

Subunit 7.12: Leadership 

Competency 7.12.1: Evaluate leadership styles appropriate for the 

workplace 

Competency Builders: 

7.12.1.1 Identify characteristics of effective leaders 

7.12.1.2 Compare leadership styles 

7.12.1.3 Demonstrate effective delegation skills 

7 . 1 2. 1 .4 Identify oj^ortunities to lead in die workplace 

Competency 7.12.2: Demonstrate effective teamwork skills 

Competency Builders: 

7.12.2.1 Identify the responsibilities of a valuable group member 

7.12.2.2 Exhibit open-mindedness 

7. 1 2.2.3 Identify methods of involving each member of a team 

7. 1 2.2.4 Contribute to the efficiency and success of a group 

7.12.2.5 Detemiine ways to motivate others 

Competency 7.12.3: Utilize effective communication skills 

Competency Builders: 

7.12.3.1 Identify the importance of listening 

7.12.3.2 Demonstrate assertive communication 

7. 1 2.3.3 Recognize the importance of verbal and nonverbal cues and messages 

7.12.3.4 Analyze written material 

7.12.3.5 Prepare written material 

7.12.3.6 Give and receive flyback 
7. ! 2.3.7 Articulate thoughts 

7. 1 2.3.8 Use appropriate language 



Unit 7: Employability Skills 

Subunit 7.13: Entrepreneurship 

Competency 7.13.1: Evaluate the role of small business in the economy 

Competency Builders: 

7.13.1.1 Identify the benefits of small business to a community 

7.13.1.2 Analyze opportunities for small tnisincss in a community 

Competency 7.13.2: Examine considerations of starting a business 

Competency Builders: 

7.13.2.1 Research a business idea 

7.13.2.2 Compare various ways to become a small ousiness owner 

7. 1 3.2.3 Investigate factors to consider in financing a new business 

7. 1 3.2.4 Evaluate entrepreneurship as a career option 
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